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RULES FOR LEAVES OF ABSENCE

Civil Leave

Absence because of jury duty is "leave of absence with
pay." However, the jury notice nust be presented to
the chief of the departnment or to the person
designated by the chief to receive such notice at
| east twenty-four (24) hours of receipt of notice. An
enpl oyee shall be authorized to take |eave tinme when
perform ng jury duty, when subpoenaed to appear before
a court, public body, or commssion, or when
perform ng energency or civilian duty in connection
with national defense. Fire Protection District #4
will pay the difference between pay earned for the
special duty and the enployee's regular pay from the
fire departnment.

City, District Court, or Civil Service Board Attenda
nce

Attendance in city or district court on departnenta
business is with pay provided that the attendance is
ordered by subpoena or other court order. Should any
enpl oyee of the classified service be required to be
in attendance in court on his/her time off, such tinme
shal | be conpensated at his/her normal rate of pay.

Each nember of the classified service nust present to
the chief of the departnent or the person designated
by him any such notice to appear in court on
depart ment business at | east twenty-four (24) hours of
recei pt of notice. Copy of such notice shall also be
sent to the board.

Each departnmental representative shall be granted
| eave of absence with pay for the duration of any
civil service board nmeeting which the enployee
representative attends, or for any time required to
assist with civil service exam nations, during the
enpl oyee's schedul ed wor ki ng hours.

Mlitary Leave with Pay

An enpl oyee shall be authorized to take | eave wi t hout
| oss of pay or vacation |leave time when perform ng
energency mlitary duty or participating in the
t wo- week annual training duty required by nmenbership
in a reserve unit of the U S. Arned Forces or the
Loui si ana National Guard, for a maximm of fifteen
(15) work days as provided by Revised Statute 42: 394.
Each nember of the classified service shall give such
noti ce of ordered duty at | east twenty-four (24) hours
of receipt of notice to the chief of the departnent
and this board, if known by him Should an enpl oyee
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be cal |l ed out on an energency basis, he should contact
his supervisor, the chief of the departnent, or the
person designated by himto receive such notice.

Mlitary Leave w t hout Pay

Any menber of the classified service called into the
armed forces, wll be carried on mlitary |eave
wi t hout pay until he returns to duty. The enpl oyee is
required to notify the chief of the departnent or the
person designated by him to receive such notice and
this board when he receives such notice.

Any nenber of the classified service who is called
into the armed forces will be allowed to take what ever
annual | eave to which he is entitl ed.

Provi si onal enployees will not be granted a mlitary
| eave of absence. They may be required to resign or
be dropped from service.

Any menmber of the classified service who is a nenber
of the national guard or in the reserves of the arned
forces, upon being ordered to active duty, shall be
given any | eave due the enployee in Section G Should
the enployee have used all Ileave to which he is
entitled (in Section G, he shall be granted mlitary
| eave wit hout pay.

Leave for Specialized D saster Service Vol unteer

1. Any enpl oyee who is a trained disaster vol unteer
of the American Red Cross may be granted | eave
fromhis regular work assignnments, with pay, and
wi thout |oss of seniority, annual |eave, sick
| eave, or earned overtinme or conpensatory tinme
accumul ation, for any period not to exceed
fifteen (15) work days in any twelve (12) nonth
period, to participate in specialized disaster
relief services for disasters designated at Level
11 or _above in the Anmerican Red Cross
Regul ations and Procedures.

2. Leave may be granted upon witten request of the
enpl oyee to the appointing authority which shall
include certification of the enployee as a
trained American Red Cross disaster volunteer,
the nature and location of the disaster
anticipated duration of the |eave, nature of
services required, certification by an officia
of the American Red Cross that the enployee's
services are needed, and the identity and title
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of the official of the Anerican Red Cross to whom
the enployee is to report.
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